EOHHS FY 2003 CONTRACTING QUALIFICATION PROCESS

Images Extracted from the CQ03.XLS Excel 97 File Application

The images on the following pages are presented for informational purposes for parties interested in the contracting
qualification process who do not have access to the Excel software required to open the Excel file. These images are not
intended for use in manually completing forms in lieu of the required electronic submission process. Users requiring
alternative submission arrangements for reasonable accommodation purposes should contact the EOHHS Principal
Purchasing Agency for assistance.

Note that the images include only the first two pages of the C_Qual worksheet covering the Contracting Qualification Form.
The third page, which is identical to page 2, has been omitted. Similarly, only the first two pages of the ARA (Audit
Resolution Agreement Form) and OthCAP (Other Corrective Action Plan Form) worksheets have been included. Images of
the hidden PRELOAD and EXPORT worksheets have not been presented since they are not directly used by preparers and
are not organized in a form compatible with image display in a word processing document.
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FY¥ 2003 CONTRACTING QUALIFICATICON EXCEL AFPLICATION
If cormplefion of this file template poses an eecssibilly problem, plases addrass a request for reascnesble pocommodation bo wour
Pringipal Purchas g Agency ("PFA'L

This Excel 57 Warkbaok fornat file contains workaheet ternolates for prepa -atios of the Contracting Cualificalion Fom {$hest

"G Qual') and, where needed, Audit Resolutivn Ausszikals ("ARA"), and Financial/Dperational andbor AL/EQ! M rogremriatic
Accassibiity Corractive Action Plans ("OthiCAP ).

Additional sheets (not availabla for edifing by users) include a hidden "EXPORT™ sheet used 15 stere data entered by ihe user ina
formeat required by state agencies for data upleading purposes, and hidden "PRELOAD" sheel, which has been preloaded with
existing data for organizations qualified through the FY 2002 cortracling qualification process.  Data fram the PRELOAD shest is
loaded Inta the "C_Qua " shee: through lirkagee to crganialions! dentification data entered below o this shest. Data is then
edited by the user on the *C Qual sheet. The edited data is automalically transfemed to the "EXPORT! sheet without further
action by the user

To cemplete the submissior, 1e user simply prints and sigrs the predefined pinl amsa for the C_Qual sheet. and, where required,
dozs the same for the ARA andfor DthCAP sheets. Copies of any roguired addilional submission items (s.g., amanizaticn chans,
financial stafements, efe ) should be included in vowur relurn maifng fo e designaled Prncips! Puchasing Ageney (PRAT).

The Commanwealth si=a requires idinl ofi clocirome copy of the eryanizanon's compleiad Excel file Le submitfed as instricted by
the separate cover falier fror vour ssagued PPA. In most cases this slectronic submission will be accomplished by o-mail file
attachment. However, in sorme situations the 2PA and provider may arrange for diskette submission. |n either case, an addiiona
fila praparat on step must be completed in order to reduce the file size sothat it will fit on 2 single diskette. That step is
accomplished by simulmnesusly pressing the "CTRL" - "Shift” - X" keys, which will initiale an Exeal macro. Do not inifiare tha
MG prematurely bafare your dald hes eser foaded aod edifed sitoe e maeno defeles the PROLOAD shosl and disables
vanows features of the applicaficn. Sinze the affect of the rmacro Cannol oe reversed i it (s ggomd aturely it vill ina
neccessans o star over wita & fresli copy of the fils! (More information appesrs below |

To preload your arganization’s data from last year's process, please enler the "Umbrella Gualification (D" {s.g.""100001")
assigned by your PPA in the space below.

UQID:' I 1 book-up sucosets, leave UQIDNn cell. Othera’se
2l
Leok-Up resulbs: oreloEced date on C_Qual shect wil be dumpa
Fed. Emplayer ID
Primary Organization Mame {"FEIN") FPPA

| | | |
Noia that in cases involving mulip e affilizted or commeniy controled organizatons. the review covers all entities, Includ ng any
that may nct be direcl contracors with the Commonwealtth, The "patent” or other 'lead” arganizalion is listed as the "Frimery
Drganization, regardiess of whether or it & sotually holds POS contracts.
If the laok-up fails and your orgenization is not qualifying this year fo- the first time, it is possible that the entered ULID ie incorract
or that it was inadvartently emilted when system-wid= daa was Inadad i the SRELOAD sheet. Te look Up the UQID associated
“with a given FCIN, enter the TEIN balow. I 8 UGID s Found, re-enter the UQID in the first UQID loak-up field above to
condirm the identity of the primary organization and preload dala ta the ©_CQual sheet.

FEIN {either that for the primary amanizatlon or one for 3 s bsidianualilisle
cuvered b e e gualisslice rEwiEE )

uaiD:

IF tha FEIM ook up crosese fails, finish reading the instroclions hefow and proceed to the © Qual shoet, whara it wilt ha necassany
I el inforimalion oy hand, withod bensfit of the pre-loading process.

CEMERAL INSTRUCTIONS

Uatanelcs on tre U Lual, ARA and OthCAF sheets are coler coded. Dala onlry by vsers 18 permated only 1 whis” (realll 1o
codor) cells within the hive hackground form area Most of thess while fialds contain cell reference fommulas zreated to extract
deta from the PRELOAD sheet. If proloaded data e abeent or requiree adit ng, simply ovanwrite the cell with new data. Bul note
hat once a cell 188 hasn ovenaritten the change can be reversed only a5 long a2 it remains covaad by the Excel "undo® feature.
"rarylight vellow’ cells are locted” and no attempt should be made to edi- them since they are either filled by formula (2.4.. for
audit vear financial ratias) or are filed with data generated by the Commanwealth (e.g , prior year ratios, payment amounts,
Cualfication status determinetions in the "For FPA Use Dnly" saction. ate.). {These cells are locked and cannot be changed
withaul first unprofecting e waksheel, which is passwerd protected. )
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In addition to the data validation messages that appear when a dala entry field is selected. supplemental Excel "camment”
messages can be viewed by moving the curaor aver the red tdangles appearing an the sheets. While these comments provide
considerabie guidance information, they are not imended to entirely replace the full text (WORDIFPDF farmat file} instructions for
the qualfication procass. 1T you have gquestions, please consult the full instructions or contact the PPA representative. Mew

praviders should nat attempt to complate this Excel application without first reviewing the full sef of instructions for Maw Providars.
Mote that many of the white data eniry fisids on tha C_Cual workshest hawve drop down lists which allow the preparer to salact the

appropriate response simply by clicking on the selected entry on the list. Fields with drop down lists include the Section | Nan-
contracting Parent Entity check box and Incorporation Type, SOMWEA, Medicaid, and POS Subcantracts hields; bath Section
I1,itern 1 fiedds, the Seclion I, ilem 2 Decurnentation, Submission Type, Liability to Commonwealth, Audit Opinion, and Findings
fizlds; all Section 11, item 3 fields; the Section 11| Disclosure field; and the Seclion IV Qualified Certification check box. For these
fizlds, the drop down list must be used since the Excal data validation process will reject any manually entered text thal is not
exacty identical 10 one of the options on the ligt. I this presents a problem, fasl free to add an explanation in tha Providar
Cormments fizld in section IV of the fomm.

The majority of providers are free standing organizations with only a single vendor code. They will anly have 1o complete the first
page of the C_Qual sheet (the light blue ares appearing above the light green "For PPA Use Only" section. Mate that many of the
figlds require data entry and may not be left blank (e.q., board chairperson name). I reguired felids have boen loff blank, 5 red
toxt promm messags will appear below the contact infarmalion sectfon. Please complete aif required erdries so that the red
messagas are sliminated. | questions arise, feel free to contact your PP& represantative for assistance.

Where an organization has more than one vendor code used for Purchase of Segrice (POS) contracting purposes or where a
group of organizetions ie covered by a single qualification review, additicnal data entryfediting far the secandary listings i2 requirad
in the blue page 2 saction of the sheet (appearing below the green PPA seclion at the bottarm of page 1. The handful of
organizations with up to 14 secondary listings will also have to work their way down through the page 3 area of the sheet. Nole
that a cetification signature by an authonzed signabary for the arganization is required for each listed organization. The signature
figids for each secondary organization/vendor code listing ars fonmated to be hiddan whers the FEIM is the eame a8 that for the
prior ligiting, VWhere the FEIN changes fram cne listing to the next, the signature field is revealed. Praloaded data has been sorted
by FEIN (and last vear's QID suffix has been changed where necessary} 1o facilitate this approach,

Where a secondary listing has been pre-loaded but will no langer ba used for POS contracting, please do not attemaol to delzle the
listing. Instead, sirmply entzr a "D" in the "Drop?” box ta the left of the listing and &t will ke automatically dropped when data is

processed by the PPA,
Summary FinancialiAudlt Information: The C_Qual sheet Contracting Qualification Form varies fram the pre-pranted forms

used in prior years in ana major respact. The revised form now provides for the entry of 15 financial audit data elaments fa.g.,
currents assets amount, presenceiabsanca of findings) usad by the PP in the analysis of the organization's submission.
Resulling computed ratics and additonal pralcaded information such as Commonwealth payment tofals for the organization and
prior year rabos are also displayed (with underlined jaficized or bold fext where the results are outside of normal ranges). This
approach should help users detarmina whethar ar not the “satisfactery condition™ iequirements set forth in the separate full text
ingtructicns document have been met. Audit Resolution Agresment requirements are relatively clear cut. Where the auditor has
réparted Inemnal Coritrol or Compliance findings, a draft Audit Resolulion Agresment should be developed using the ARA
worksheet [congulting the OSD Audit Resolution Policy far further preparalion gudance) and should be submitted to the PPA for
raview and approval,

Where there appear to be ather issues (2.g., inadequale working captal) the organization should either prepane and submit s draft
Corrective Action Plan. using the OthCAP workshesl or, where the deficiencies ara of a relatively minor nature, contact the PPA
represantative for guidance regarding the use of an informal corrective measure apprasch in lieu of a formally executed Cornactive
Action Plan

Error Messages: In addition to cell specific data validation messages. rad colored fext prompt messagss will appear on the

- Qual worksheet next to item 11, 3.1, if he preparer indicates that an ARA or Other CAP is not baing submitted whare audii
finding or financial data antries appear to indicate that ARA or other CAP submissions should be made, Additional red test
messages will apear bedow the Provider Comments field if any Section I, item 3 or S=ction |1l fields have been left blank or if
entered Section | financial data fails basic accounting data validation checks (2., if Assets minus Liabilitiss fail fo equal Met
Assets) If further clarification is needad, please contact the PPA representative,

AAEQ/Programmatic Accessibility Submission: As stated in the full text instructions document submission reguirementis for
Adfirrmative Actiorn/Equal Qppaortunity and Programmatic Accessibility qualification are processed through a separate but related
review conducted by PPA AAECHPA managers. Final contracting qualification spproval is cortingent on satisfaciory completion of
the AAEOYPA qualifization process.
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Data File Submission: The original size of thig fila, which includes pre-loaded system-wice data for well aver 1000 provider
arganizations, s too large to fit on & single 1.44MB diskette without the uge of "Zip" compression software. 1L is also largar than
the limits astablished for same e-mail systems, To avoid these problems, we ask that the preparer, afler firs! printing the reguired
signature coples of the G Qual wivksheet (and, if applicable Ihe ARA andior OMCAFR sheets) . run the previously mantioned
"CTRL-SHIFT-X" maero to reduce ihe file size before submitting the file to by e-mail or diskette to the PPA represantative
identified i the cover latter from your PPA. Note that if this workbook was opaned with "Macras Disabled", the macm will noi run
until he workbock has heen saved and losed and then re-epaned with "Macros Enabled”. As stated in the file download
instructions. even though the Commomvealth endeavers to maintain its nternsat sites in a virLis-free state, it is advisable to check
this file with anti-virus software before opaning it in & "Macros Enabled” state,

Nte that the macro has been written (o save fles o the drive "CAPQ" diractonedoider. If thal fofder does not already exist, it vall
he necessary lo reale the folder before running the macm or the maem wil affempl o save the file fo 3 non-existant location. 17
the filke is being warked en in a netwerk enviranment where it is impassible to save it o the C\PQ location, please contact the PPA
for technical assistance.

When the "GTRL-SHIFT X" magra is run, i will first save the existing edited fiie to the drive CAP0 directory foldar undar the
standardized name "CO03 XLS"  |F the onginal downloaded file or &y subsequent file saves under that name were located in the
same dirertory, the tger will be prompted to confirm the ovenarite of the existing file. Please click yes whan prompted. The macnd
will then reduce the file size to less than half of the capacity of a 1.44MB diskette and save it to the C:\PQ falder as
G003 eocox XLS!, substituting the erganization’s § charscter Umbrelia Qualification 1D for the "socoacy in the file name, The
user will be prampred o confirm lhe delation of e PRELCAD sheet (whicly won't be idenifed by nama). Please confirm the
deletiorn when prompted. Whan the macro is finished it will autematically close the workbook. Simply submit a copy of the
saved "GOO3 oosoccXLS! file by e-mail file attachment as instructed by the PPA cover letter and mall In the required
hard copy submissions. Thank yoL.

Preparation TIP: Since the warksheet forms can nat be |egibly viewed on screen in thair ntirety, preparers may find it useful o
first &rtar thallmbralla Cualification 1D in the fizld above an this worksheet and then print out the C_Qual worksheet (and. if
applicable, the ARA and OthCAP sheets) to raview prior to editing and completing the workshest. This prefiminary print-out will
alse identify any printing setup issues that may need te be resolved prior to printing the final submission copy. Print areas,
margins, page-breaks and other print settings have been predefined o work on & witls variety of printers. Howevar, if you do
encounter problems, feel frae fo contact the PPA for assislance.

i your have any questions or concerns not addressed by these instructions, please contact your PPA reépresenfativa. A
secrofariat-wide fist of PPA confacts is maintained o the comracting gualification pracess internet site:

htp:dwww. state.ma.us/dplvpasieohhs.itm .
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